Election Closing

Procedures
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Seeretary of State

Closing the Polls

Polt Managers:

= Close the pol's al 7.00 PK

— Aury wota2 In fina af the precinet at 7.00 PM is entifed 1o vote

= Danollock Bhe doors of tha precinet — closihg procedires are open to the publs

—~ Process absantes balots (ss2 Poll Mananer's Guida fos further detads)

=~ Follow closing procedures for 2ppicabls voling machine in your county

- Print and pest resuits tapes

— ©ns {1) copy Is posted on the precinct wal and one (1) copy Is placed In the
memary card transpor bag o go back to election central

~ Complite and sign all nacassary forms

- Lock 2nd seal tha machines, badot boxes, and supply boxes

- Record seal numbers

= Retun balot box, supely box, memory card fansport bag, and necessary
supples to election central -

e JELAEET HOSEMAN N smoms
Seceetary of State

Absentee Ballots

Srerctary of State




Application for Absentee Ballot:
Teop of Application

+ Regislrar checks the type of ballot requested and may
fill in the name of the voler, the voter's precinct and
the voter's county (see highlighfed fields).
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Application for Absentee Ballot:

Reason for Voting by Absentee Ballot
The voter must check one (1) reason why hefshe is unable to
vote in person on Election Day.
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Application for Absentee Ballot

(CO nt. l:
+ The Registrar may fill in the counly of the election {see
highlighted field below) and the dateftype of election.
The Registrar must complete the address of voter, if the
absentea baliot is to be mailed ‘
By signing the Application, the voter acknowledges the legat
consequances for making a false statement.
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Application for Absentee Ballot:

Acknowledgement/ Witness
+ The voter must $ign the Absentee Ballol Application
v An official authorized to administer oaths, such as the Registraror a
Notary, must acknowledge the voter's signature
+ Awilness 18 years or older may witness if the Applicatienis
complated by a voler with a temporary or permanently disabtlity
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Application for Absentee Ballot:

Certificate of Delivery
+ Lastly, and only when appticable, the Cerlificate of
Delivery must be completed by anyone requesting an

application on behalf of another.
CERNIACATE CF CRIVERY

Pheribprendy B2 e Mapreurentiat,
Fetaredean) it
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Remember. Qnly the parent, child, spouss, sibling, egal guardian, orthese
ernpowered with a powsr of atfomsy fer the veler may requast an absantea
ballot application on behalf of a voler,

cmzmea PELBERT HOSIMANN s s e
Secertary of Statr

Processing Absentee Ballots

+ Remove absentee envelopes from the ballol box.

+ Announce out loud the name, address, and precinct of
the absentee voler as shown on the envelope.

+ Check the absentee ballot application for the
registrar's original seal and initials (in the lower right
hand corner}.

— A copy of an absentee bafict application or a Federal Post
Card Application will be aitached {0 the absentee baliot
envelope of a UOCAVA voter, or a voter who is parmanently
disabled and automatically receives an absentea ballct each
election. 3

i PIFEBERT HOSTMA NN s csa e
Secretary of State




Processing Absentee Ballots {cont.)

+ Compare the signature of the voter as it appears
on the application to the signature of the voter as
it appears on the envelope.

+ Ensure the signature of the voter and witness
are across the flap of the envelope.

- Remember: a UOCAVA voter who returns
his/her absentee ballot by e-mail or fax will
not sign an envelope.

b r——— D ELBE R T O E M AN N o

1116/2014

Secretary of Srate

Processing Absentee Ballots (cont.)

« Check the polibook to make sura the voter did not vote in persen.

— If the voter voled in person in the precinct on Election Day, reject the
absenteaballot.

+ Give everyonae present the opporiunily to challenge each absentee ballot
{poll watchers, other volers, poll workers). If  ballotis challenged, follow
tha procedures for a "chaltenge” laid out in the Poll Manager's Gulds.

» Mark the envelope as “Accepled” o *Rejected,” writing the reason for the
rejectien across the envelope.

« inORE countles: The unopened absentee ballot envelopes are retumed
to the ballet box, sealed and delivered to central tabulation for counting.
The voter's name is entered into the receipt book, and "VOTED" is
marked in the polibook. i

Reference: Miss. Coda Ann § 2315639

bm s [IELBERT HOSEMAN N s semsnnsad
Seeretary of State

Processing Absentee Ballots

{cont.)

+ In ncn-DRE counties: The “accepted” absentee
hallot envelopes are opened at the precingt, and
willout being unfolded or permitied to be unfolded
or examined, the ballots are removed from the
envelope and depoesited inte the ballot box with the
other balfots before counting any ballots. The voler's
name is entered in the receipt beok and “VOTED” is
marked in the pollbook.

Referenca: Miss. Code Ann. § 23-1

39

e wemzccz: DELBERT HOSEMANN s
Seeretary of State




Affidavit Ballots

Secretaey of State

1/16/2014

T Derazrer HOSTMANN st

Affidavit. Ballots Are Used
When:

» A voler's name does not appear on the
pollbook.

—Voter has moved within the city, district or
county but did not update his registration with

* the Municipal Clerk, Circuit Clerk or Election
Commission

—Voter purged from SEMS

e e IV ELBERT H OSE MAN N oot s oy s immd
decretary of Stade

Affidavit Ballots Are Used When

{cont.):

+ A voter does not have an acceptable form of
photo 1D.

» A voter dces not have an acceptable form of
photo ID and states he/she has a religious
objection to being photographed.

+ The presented phofo ID does not “fairly depict”
the voter, OR two (2) poll managers (incl. the
bailiff) are unable to make that determination.

Ve TELBERT HOSEMANN s s i

Seccetary of State




Affidavit Ballots Are Used When

(cont.):

* The name on the presented pholo ID is not "substantially
similar” {o the voter's name as it appears on the
polibook, OR two {2) poll managers {incl. the bailiff) are
unable to make that determination.

+ Avoteris a fiest-time, unverified mail-in registrant, who
does net have a HAVA ID.

- Cureent utitily bill

- Currentbank statement

~ Currenf government check ¢r paycheck

- Other govemment document thal shows the name and address
of the voter

1/16/2014

b JJEEBERT HOSE M A NN s

Seceetacy of State

Affidavit Ballot Envelope Must

Inciude:
+ Voter's complete name;

+ Voter's current residence and mailing address,
previous residence and mailing address and
telephone numbers;

+ Reason why the voter believes he/she is casting an
affidavit ballof;

Signature of the affiant;

+ Signature of one of the eleclion managers.

Reference:
Miss. Code Ann. 23-15-573

e DVELAERT MO EMANN s o
Secretary of State

Affidavit Ballot Checklist;
Voter’'s Name Not in Pollbook

If a voter appears at the polling place and

the voter's name is not on the pollbook:

1. The poll managers must determing if the
voter is in the correct precinct by referring to
the master list of county voters, by contacting
the circuit clerk or election commissioners, or
by asking the voter his residence address.

e e DVELBERT HOSEMANN e e
Seetretary of Stare




b e DELBERT HOSEMANN s

Affidavit Ballot Checklist:
Voter's Name Not in Pollbook (cont.)

2. If the voler should vote in another precinct,
direct the voter to the proper precinct.

« Why? If a voter casts a ballot at a precinct other than the
precinct of his residence, the entire ballot must be rejected.

3. If the poll managers confirm the voter Is in
the correct precinct, the voter is entitled to
vote by affidavit ballot.

Reference:
Miss, Coda Ann, § 23-15-573

1/16/2014

Secretary of Stote

———— e DEiBEwT HOSIMANN

Affidavit Ballot Checklist {cont.)

4, The voter and poll manager complete the
approprate sections of the affidavit ballot
envelope,

« The poll manager checks tha type of election, the nama of the
county of municipafity, the reason for using an affidavit ballel, and
prints the name of the precinct and date of the ¢lection.

The voter provides as much of the Identiying information as

possible and checks the appropriate box under “Affidawvit of Voter™.

The voter signs the envelapa.
The pold manager signs the envelope.
- DO NOTFORGET TO SIGHI

Seevetory of State

Affidavit Ballot Checklist (cont.)

5. The poll manager provides a blank, paper
balfot to the voter.

6.  The voter is provided a suitable place where
hefshe can mark the ballot in secret.

7.  The voled ballot is folded by the voter and
handed to the poll manager who places it in
the affidavit ballot envelope.

8.  The affidavit ballot envelope is then sealed

b e e DELAERT HOSIMANN e

Secsetary of Stare




Affidavit Ballot Checklist
Photo 1D

1. When a voler appears to vole at a precinct,
the poll manager must require the voler to
present Acceptable Photo ID.

Acceptable Photo ID means a current and valid:
1} Driverslicense,

2} Photo |0 card issued by a branch, deparimeni, ageacy or
entity of the State of Mississippi,

3) United Slales passpor,

Secretary of Srate

1/16/2014

b e e e DELBERT OS5 T MA NN =

Acceptable Photo ID {cont.)

4} Employes photo 1D card issued by any branch, depariment, agency
of entity of the United States government,

5) License lo carry a pistol or revolver,

6) Tribal photo 1D card,

7) United States military photo ID card,

8) Student photo 12 card, issued by an acerediled college, university or
community or junior collega in the State of Mississippf,

9} Mississippi Voter ID Card, and

1) Any pheta ID issued by any braneh, department, agency or entity of
the United States gavernment or any state governmant, suchas a
driver’s license issued by a state other than Mississippi.

Sreredary of Star

cccnzs DELAERT HOSEMAN N oo e

Current and Valid

* Current means the photo ID has no expiration
date at all, or was not issued more than ten {10}
years prior to the date the photo ID is presented
either in the precinct an Election Day or in the
Circuit Clerk's Office during absentee voling.

+ Valid means the presented photo |D does not
appear to be a fake or forgery.

b DELRERT HOSEMANY s

Secretary of Slate




Affidavit Ballot Checklist
Photo ID {cont.)

2. If the voler is unable to present Acceptable
Photo 1D, he/she is enifled to vote by affidavit
ballot.

3. If the voter presents an acceptable phote D,
the poll manager must next verify if the
photograph on the 1D fairly depicts the voter.

Frmm—————= LD ELBERT HOSEMANN se——reeenneme e
Secretaey of State

1/16/2014

Affidavit Ballot Checklist
Photo ID (cont.)

+ |f the poll manager determines the voler is
not the person depicted in the presented
photo 1D, OR '

» if the poll manager is unable to make that
determination, the poli manager must
confer with the Bailift.

BIELBERT HOSEMWANSN cms oo sennzomimammd
Secrrtary of State

Affidavit Ballot Checklist
Photo ID {cont.)

4. If the Bailiff determines the voter is not the person
depicted in the presented photo 1D, or is also unable to
make (hat determination, the voter is entitled to vote by
an affidavit ballot.

5. If the Bailiff determines the voter is the person depicted
in the presenied photo 1D, the voter is entitled to vole a
“regular” baliot |E the name on the presented pheto 1D
is “substantially similar” to the voter's name as it
appears on the polibock

S COVELBERT HOSEMANN ottt e sssinsmeed
Steredary of State




Affidavit Ballot Checklist
Photo ID (cont.)

+ If the poll manager determines the name on the
presented phote ID is not substantially similar {o
the voter's name as it appears on the pollbook,
OR

« If the poll manager is unable to make that
determination, the poll manager must confer
with the Bailiff.

1/16/2014

e DELNERT HOSEMANN e e g
Secretary of State

Affidavit Ballot Checklist
Photo ID (cont.)

6. If the Bailiff determines the name on the presented
photo [D is not substantially similar to the voter's name
as it appears on the polibock, or the Bailiff is unable to
make that determination, the voter is entitled o vote by
affidavit bailot. _

7. 1fthe Bailiff determines the name on the presented
photo I is substantially similar to the voter's name as it
appears on the pollbock, the voter is entitled to cast
hisfher ballet.

e o P ELAERT DEOS T MANN s e
Seceetary of State

Affidavit Ballot Checklist (cont.)

8. The voter and poll manager complete the
appropriate sections of the affidavit ballot envelope.

— Tha poll manager checks Lhe type of election, the neme of the
county or municipality, the reason for using an affidavit baflet,
and prints the nams of the precinct and date of the election,

- Tha voter provides as much of the ldentifying information as
possible and checks the sppropriate box under *Affidavit of
Voter.

~ Tha voter signs the envelope.

- Tha pell manager signs the envelops.

+ DO NOT FCRGET TO SIGN!

b s NELBERT HOSTMARN —
Secretary of Slats
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Affidavit Ballot Checklist (cont.)

9. The poll manager provides a bfank, paper ballot fo
the voter.

10. The voter is provided a suitable place where he
can mark the ballot in secret.

11. The voler balfol is folded by the voter and handed
{o the poll manager who places it in the affidavit
ballot envelope.

12. The affidavit ballot envelope is then sealed and
ptaced in the ballot box, »

1/16/2014

e DEs BERT HOSEMANN ==
Secretary of State

Free Access System

All affidavit voters must be provided with
written information on how to ascertain
whether his/her affidavit ballot was counted,
.and, if not, why it was not counted.

—  HAVA requirement

— Counly must have a free access system

e e emacn [FELBERT HOSEMANN
Secrstacy of State

Resolution Board

BELBERT HOSEMANN e~
Secretary of Statt

11



Purpose of the Resolution

Board
« Manually reviews all damaged, defeclive,
blank or over-voted ballots rejected by the
fabulating equipment.

+ Determines the intent of the voter and
records the vote intended by the voter,

b DELBERT HOSEMANN =
Secretary of State

1/16/2014

Procedure

+ Ballots rejected by a voting machine must be deposited
in a strong and secure envelope marked “Resolution
Board.”

+ The “Resolution Board” envelope is to be handled solely
by the Election Commissicners or the officials in charge
of the election.

+ The Efection Commissioners, or the officials in charge,
musl then deliver the “Resolution Board” envelfope to the
Resolution Board.

S DrLeeT HOSEMANS s
Seceelary of State

Procedure (cont.)

+ {f the intent of the voler can be
determined, the Resolution Board
prepares a duplicate ballot to replace the
damaged or defective ballot.

* The duplicate ballot can be processed
through the tabulating equipment.

e VELBERT HOSEMARY v e
Seerclary of Stare
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Preparing a Duplicate Ballot

To prepare a duplicate ballot:

« Make a copy of the criginal damaged or defective
ballot, and .

« Mark the first original as “Original #1” and the copy
as "Duplicate #17.

+ Prepare subseguent originals and duplicates the
same with sequential numbering.

=1 DELBERT HOSEMANN et
Secretaey of State

1/16/2014

Blank Ballots

¢+ Blank ballots are ballots a voting machine rejecis
because it does not detect a vote on the ballot.

+ The Resolution Board must exarnine a blank batfot to
verify whether it is blank or marked with a “non-
detectable” marking device.

+ |f marked with a “non-detectable” marking device, the
Resolution Board prepares 2 duplicate ballot of the
original ballot and then inserls it into the veling machine
for counting.

e PVELBERT HOSEMANN s o
Secrelary of State

Overvotes

+ Overvotes are ballots that contain more votes fora
particular race or measure than the voler Is entitled to cast.

+ All ballots rejected by voling machines containing over-
voles must be Inspected by the Resolution Board.

« [fthe voler's intent cannot be determined by the Resclution
Board, the officials in charge of the election may use the
voling machine to count the votes in the races which are
unaffected by the over-vote.

+ All other ballots which are overvoled are counted manually
by the Resclution Board and the voter's intent shall be
determined by following the provisicns set forth in statute.

Dresert HOSZTMANS
Secretary of State
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Evaluation Standards

f. An overvote for any office or measure results in an invalid
vote for that entire office or measure and the voter is deemed
fo have voted for none. An under-vele for a particular office or
measura wil be valid but no vote will be counted more than
once.

2. If a voter casts more than one vote for the same candidate,
the first vote is vatid and the olher voles for that candidate are
Invalid,

Seeretacy of State

1/16/2014

b ——— e srsseen sy DELBE RT HOS 8§ M AN N rmrmemerrersrrerererermed

Evaluation Standards

4. For any ballot measure in which the words “for” or
“against” are used, the Resolution Board shall count a
vote where a voler marks the ballot by writing the
words “for” or "agains{” so fong as it is not wrilten next
{o the space that is contrary to the preference.

5. For any ballot measure in which the words “yes” or
“no” are used, the Resolulion Board shall count a vote
where a voter marks the ballot by writing the words
“yes” or 'no” 8o long as it is not written next to the
space that is contrary to the preference.

Secretary of State

OMR Ballot Acceptable Marks

In reviewing a ballot on which a veler failed to fill in the

circle, the Rasolution Board shall count the vote it

t. The voter marks the circle with an (X} or checkmark and
the tines intersect within o7 on the line of the circle by the
ballot measure or candidate.

2. The voter blackens ihe circle and the blackened portion
extends beyond the boundaries of the circle,

3. The voler marks the ballot with an (X} or checkmark and
the lines that form the mark intersect adjacent {o the
bzaliet measure or the name of the candidate.

e

- DPELRERT HOSEMANY s
Seeretary of State
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OMR Ballot Acceptable Marks

4. The voter underlines the ballol measure or the
rame of a candidate.

5. The voler draws a line from the circle to a ballot
measure or the name of a candidate.

8. The voter draws a circle around the ballot measure
or the name of the candidale.

7. The voler draws a clrcle around the circle adjacent
to the ballot measure or the name of the candidate.

b IFELAT YT HOSEM AN N oo s srrd

1/16/2014

Seceetacy of State

Voting Equipment

+ OMR and automatic tabulaling equiprnent shall be
programmed, calibrated, adjusted and set up {o reject
ballot cards that appear to be damaged or defective.

« Any switch, lever or feature on OMR or automatic
tabulating equipment that enables or permits the
equipment to override the rejection of damaged or
defeclive hallots so that such ballots will nof be
reviewed by the resolution board shall not be utilized.

ccmzezenses DELBERT HOSTMANN me—memsoommemmmmiss s 3

Secredary of State

Canvassing and Certifying

the Election

Verify all ballot boxes received on election night
have seal numbers which match the numbers on

- the form completed by the receiving and returning
managers by using the written statement/affidavit
in each ballot box. All ballot boxes must arrive
sealed and secured.

e R i <es PELBERT HOSEMANN sttt i o)
Secretary of $tate
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-

Verify the receipl book is in the sealed ballot box.

Be sure your receive the cerlified results from the

receiving and returning managers. In a touch screen

and precinct scanner election, the signed total lape

would be considered the cerlification of the results.

Complete the affidavit ballot process after tabulation.

+ Make certain all signatures are on lhe separate recaipt
bock kept for affidavit voters, and the ballot count
matches the number of signatures.

+ Do not discard any envelopes. Keep empty accepted

envelopes and full rejected envelopes.

Reference: Miss. Code Ann.  §23-15-591 and § 23-15-573

"

1/16/2014

Drrseer HOSIMANN o=
Secretary of State

Review absentee ballot envelopes and ensure
the absentee volers’ names are written in the
receipt book, with AB written beside each name,
and “VOTED" is written in the polibook next to
the volers’ names.

Make certain “accepted” or “rejected” was
written on fhe absentee ballot envelopes at the
precinct. Absentee ballot envelopes must be
marked — envelopes should never be blank,
even if assumed accepled.

Secretary of State

e L DIFLBERT QS MANN st

Compare the number on the Abseniee
Ballot Received Report Form (BP-003)
printed by the Circuit Clerk out of SEMS fo
account for all absentee baffols.
Remember. the absentee ballot list must
be posted at the precinct upon the opening
of the precinct at 7am,

-

Secretary of State

TELAFRT HOSEMANYN s e
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+ Keep the empty “accepted” abseniee
baflot envelopes, and the full “rejected”
absentee hallot envelopes. Be sure the
poll managers checked the BP-001 form
under Ballot Statistics in SEMS to verify
what was received.

Reference; Miss, Code Ann. § 23-15-639

e PELBERT HOSEM AN N e
Secretars of State

1/16/2014

+ Match the results report tapes to the
number of votes cast on the touch screen
machines or precinct scanners.,

+ Match the results report {apes fo the Ballot
Accounting Report Form 830.5, completed
at the precinct by the poll managers.

Raference: Miss. Coda Ann_§ 23-15-5%1

s DELAFRT HOSEMAN N —————
Sreretasy of State

+ Review all ballot accounting forms recelved by
the receiving and returning managers which
were completed at the precinct for your ballot
count, then creale a separaie ballot accounting
form for the whole county.

+ Account for all ballots and lists which are noted
on the ballot accounting form. 1t is this form
which provides the numbers you need o
reconcile.

e DELBERT [ M AN e ey
Srerctary of State
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+ Verify the accuracy of the number of ballots
provided on the written statement/affidavit
completed and signed by the receiving and
returning managers the day before the election.

+ This number includes ballots taken fo the
precinct on Election Day. An affidavit should
have been completed and signed by the
receiving and returning managers to account for
the transfer of ballots.

b FPELBERT HOS LM AN N e
Secretaey of Seate

1/16/2014

+ Uplead the results in SEMS and make
sure to enter all results. Mark the winners
in SEMS and close the efection.

+ Verify the results uploaded in SEMS
coincide with alt cther results.

Reference: Miss. Code Ann. § 23-15-601

b PELAERT HOS 1M AN N s
Srerztary of State

+ Make sure all ballot boxes are resealed
and the number of the seal(s) are
recorded.

+ Do not place the pollbook in the ballot box.
The pollbook is subject to a public records
request, while the receipt book is not.

Reference: Miss. Code Ann. § 23-15-595

b e DELBERT HOSEMANY
Sserctary of State
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» The recapitulation forms used to cerlify an
election are required by state statute.

+ Print out the Recapitulation Report from
SEMS and verify the results.

« A minimum of three Election
Commissioners must sign the form {o
ceriify the election results.

Reference: Miss. Code Ann. & 23- 15500

e DELBERT HOSEMANN s
Secretacy of State

1/16/2014

Make Sure to Sign All Three

Original Recapitulation Reports:
Repert for the Secretary of State's Cffice

Report for the Election Commission

Report for the Circuit Clerk's Office

Mail the Certified Recapilulation form to the Mississippi
Secretary of State’s Office within 10 calendar days after
the eleclion.

Refergnce: Miss. Coda Ann. §23-15-601, 23-15603

comre JELAERT HEOSEMANN e oo i o
Seerstary of State

b s i TFELBERT HOSEMANN o e

Contact Information

Mississippi Secretary of State’s Office
Etections Division

P.O. Box 136
Jackson, MS 39205
{601) 578-2550
Elections Hotline {800} 829-6786
WWW.S05.MS.gov

Secrefary of State
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